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 GP16: Downloading Retiree Insurance Reports 

In  this  Guided  Practice,  you  will  learn  how  to  download  reports  for  retiree  insurance.  

Exporting retiree deduction data 
MyTRS  enables  employers  to  download  four  distinct  reports  to  manage  their  insurance  process  
and  meet  their  GASB45  and  other  reporting  needs.    

To  download  a  report,  follow  these  steps:  

1) From  your  home  page,  click  Insurance  Deduction  Reports.  
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2) Choose  the  report  you  want  to  export.  
  

	  

3) Enter  the  report  month  and  year  and  click  Show  Report.  
	  

	  

Note:   The  report  month  defaults  to  the  current  month.  You  may  need  to  change  this  
date  if  this  month’s  retirement  warrant  hasn’t  been  run,  or  if  you  want  to  access  a  
different  month’s  report.  
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4) Once  the  report  displays,  click  Export  on  the  upper  right  section  of  the  report  to  export  
the  report  in  one  of  three  available  formats.  You  can  select  a  different  report  by  clicking  
Show  Parameters  (see  below)  to  see  how  the  screen  changes.  
  

	  

The  Show  Parameters  button  enables  you  to  request  a  different  report  or  the  same  report  for  
a  different  month.  When  clicked,  the  button  will  be  replaced  with  the  fields  to  make  a  
different  selection,  as  shown  below.  
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5) After  clicking  Export,  MyTRS  will  offer  three  different  export  options.  We  recommend  
the  Export  to  CSV  option  as  it  provides  the  most  flexible  sorting  options.  
	  

	  

6) Depending  on  your  computer  settings,  the  following  window  may  appear.  In  this  
example,  the  report  was  opened  with  Microsoft  Excel  by  clicking  Open.  MyTRS  will  also  
provide  the  option  of  saving  the  file  directly  to  your  computer.  
	  

	  

The  Downloads  window  below  appears  when  using  Firefox.  The  window  stores  your  
export  until  you  hit  Clear  List.  
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7) The  report  has  been  exported  and  is  now  viewable  in  Excel.  It  may  also  be  saved  for  
record-‐‑keeping  purposes.  
	  

	  

You  have  completed  this  Guided  Practice.  


